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Chief, Personnel Division 

Thru i Chief, Administrative Staff 
Personnel Director 

Procurement Processing 


18 October 1949 


In accordance with our discussion of yesterday afternoon, It is believed 
necessary at this time to direct the attention of the Procurement Staff to the 
policies and procedures which have been in effect for the past two years in the 
handling of applicant cases* this is occasioned by the inexcusable delays which 
are constantly arising in notifying various applicants of not only the receiot 
of their papers, but also any decisions that have been made thereon. 


^-£?P d ®a^ exaxa P^® °f the above is the chronology of the case of . 

J Bie Chief, Administrative Staff does have copies of the basic corres- 


■ j- ■ - * uaaxc OOF 

ponaance illustrating oomplete disregard by the Procurement Officers for the 
feelings and interests of the applicant. 


,4 f* ****?• advised durin « discussion of 18 October, there are three 
po idea which are still in effeot in processing these cases i 

h* JSLiy f pli ® atl f received by mail through open channels will 
be acknowledged on the day of receipt. 

. (b)Bie application forms will be referred to the interested offices 

against existin g or possible vacancies. The time 
scheduled for this operation is a maximum of five days in any one office 
except where cases are referred to the Covert Personnel Office, on which 
a tickler will be maintained with a ten day limit. 

(e) While the procedure outlined above is being carried out, the 

applicant will be notified every thirty days as to just what action we are 
waiting on his o&se, 

8X0 ae J forth M a general ^de, even though past 
th « pr9Cur9J “ ant P 9 °Pl® would indicate that they are accepting these 
as a suggestion . In order to preclude the possibility of misunderstandings, it 
+ ff® S i r ® d that y °U, °f 11 ^ interested parties together and point out that these 
ttoe* faotow tholr specific responsibility to the Agency and the applicant. 

In order to impress upon them this obligation, it is desired that you advise them 

sSsLSLnTr^ 0 from ,^ e factors set forth will result l/one week's 

a i? ave w ^ out P^ stales because of "failure to carry out specific 
Instructions . There will be no exceptions to this disciplinary Sion, The 
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responsibility will rest directly upon the PI ao ament Officer or individual 
asking the referral. 

In order to prevent misunderstandings on the part of the Assistant 
Directors, there is being forwarded this date instructions to them relative 
to the operating office responsibility in applicant processing. 


WJK; jcp 


WILLIAM J. KELLI 
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